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| ntroducti on

OMVB vi deoconferencing facilities are equi pped with VTEL's Enterpri se Seri es TC2000.
The Enterprise Series TQ000 i s a PG based systemthat | ets you i ncor porat e Wndows
95 sof tware prograns i nto your neeting and share themwith all participating sites.
AppsVi ewsoftware al | ows you to control the systemby usi ng a keyboard and nouse or
an el ectroni c tabl et and pen. Mbst users prefer using the el ectronic tabl et and pen
because of the tabl et' s graphi c overlay. Therefore, this user's gui de expl ai ns howto
performnost functions by using the el ectronic tabl et and pen.
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Wsing the H ectroni ¢ Tabl et and Pen

The tabl et overlay all ows youto sinply control the caneras, audio, and appl i cati ons of
the VTEL systemby using the tablet's pento press the correspondi ng function buttons
onthetablet. To sel ect afunction, place the pen onthe correspondi ng button and press

down once.

The tabl et separates the control functions into four, col or coded groupi ngs:

Bl ue = Renpt e Caner as

Green = Local Cameras

Yel | ow = Local View

Orange = Cal l'i ng and Hangi ng- up

e T (M

befims simenes bk
T T
| |

CMS Vi deoconferencing User's Cuide



Canera Qontrol s

CMVs vi deoconf erenci ng roons are equi pped with three caneras: a nain canera, a
| ecture canera, and a docunent camnera. The mai n canera and | ect ure camrer a have
full pan/tilt/zoomcapabilities while the document canera can only zoomin or out.
Al three caneras can be control |l ed fromeither thelocal or renote site. (If you' re
vi deoconf erenci ng i n a poi nt -t o- poi nt conf er ence. )

Each roomhas two nonitors mounted inthe wall infront of the conference table.
The right monitor is the Local Vi deo nonitor and di spl ays the vi deo i nage bei ng
transmtted by the local site. Theleft nonitor or Renote M deo nonitor di spl ays
the i ncom ng video fromthe renote site.

Caner as/ Vi deo Source

The tabl et overl ay separates the | ocal and renot e canera control /vi deo source.
Selectingoptionsinthegreenareaw || affect caneras at the |l ocal site, while sel ect-
ingoptionsinthe blueareaw || affect caneras at therenote site. Caneras are
nunber ed as fol | ows:

1 Main Canera - provi des the front view

2 Lecture Canera - provi des a viewfromthe back of the
roomso soneone | ecturing can stand faci ng nmeeting
participants inthe | ocal neetingroomwhile facingthe
carera sending the i nage to the renote site. The | ecturer
nai ntai ns eye contact with both the |l ocal and renote sites.

3 Scan Converter - connects a separate PCto the system

4 Docunent Canera - a ceiling mounted canera t hat
proj ects an i mage of a docurnent pl aced on t he conference
tabl e directly beneat h t he canera.
VCR Feed - sends vi deo froma VCR pl ayi ng at the | ocal
sitetotherenote site.
PC - sends the inage onthe local site's PCscreentothe
renotesite.
Video Privacy - Mut es t he out goi ng vi deo and audi o so t he
renote site does not see or hear the nuted site.
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Canera Gontrol s

loom —

/oom +

Moving the Cameras

Save
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Camera Controls

Using the Touch—to—Talk Tabletop Microphones

The Main Camera at the local site can alse be centrolled by using the Teuch—te—Talk
Microphones located on the conference table. There are four microphones spaced out

My Turn butten. Pressing the My
Turn butten moves the camera to the persen seated behind the microphone.

1. Lighly push the My Turn button.

Note: These microphenes are sensitive and if you push
too hard or slide the microphones on the table, the
remote site will hear it as a distracting noise.

Using the Heetles

Located on the chairs lining the conference room back wall are three remotes called
Beetles. Each Heetle is labeled with a My Turn button that moves the Main Camera at
the local site to the person seated in the corresponding chair.

1. Push the My Turn butten.

Note:  Moving arcund in the roem and pressing the My Turn
button will not bring the camera to your location.
Each Beetle is labeled A, B or C on the back. A is
programed for the first two chairs closest to the door,
B is programed for the middle chairs, and C is pro-
gramed for the chairs furthest from the door.
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Camera Controls

Document Camera

The Document Camera {Camera Four) enables you to send videe of documents. Te
send video images of documents:

1. Press the Camera Four butten in the green Local
@; Cameras area. Whatever is under the document camera
Sl | appears on the local menitor and is sent as a live shet to
the remote site.

E 2. Nign your object beneath your document camera.

J. Press the Zoom + or Zocom — buttens to zeom in or out
S necessary.

Note: The document camera is not designed to send large
blocks of text. Documents prepared in landscape
crientation with large text (14 peints or greater)
are the most readable.
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Working With Slides

VIEL’s PenFal for Windows option lets you capture and save video images as slides.
You can use the slides to create presentations, which you can then show during
videoconferences. You can alse import Micreseft PowerPoint presentations te include
in your videoconferences.

— To display the PenPal for Windows application, press the

G

PenPal button.

When PenPal is opened, the PenPal toolbar automatically
appears along the left hand side of the Local Video menitor.

If the PenPal toolbar has disappeared, click the black button
on the barrel of the pen to bring it back onte the screen. (Do
not press down on the pen.)

Rotates PenPal Teolbar

Hides FenPFal Teolbar
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Working With Slides

Creating Slides

To preview and send frozen graphics (still images with higher resclution than video):

Saving Slides
k3

Printing  Slides

. Display the image to be caplured as a dlide on the Lecal

Videe monitor.

. Press the Send button in the Slides area. The image is

caplured as a slide.

. Press the Save button in the Slides arec.

. Press the Save butten in the Slides area. The Save Slide

window opens.

. Accept the displayed slide tray or select a different tray

from the drop—down list

. Accept the displayed slide name or enter a different name

in the Slide Name field. {If you accept SLIDExxx as the
slide name or if you enter another name that ends with

xxX, PenPal incrementally increases the number of each
slide you save)

. Press Local in the VCR Record areq.

. Press the Print butten on the videe printer located in the

cabinet in the back of the room. The image on the Local
Videe Monitor will be captured and printed.
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Working With Slides

Clearing a Slide From the Screen

When PenPal is opened, the PenPal teolbar autematically appears aleng the left hand
side of the Local Videe menitor.

1. If the PenPal teclbar has disappeared, dlick the black
button on the barrel of the pen to bring it back onto the
screen. (Do not press the pen down on the tablet)

- 2. Click the Rotate Teolbars butten to rotate the PenPal
9;9; @! toolbars once.

2. Click the Whitebeard button and the slide is erased.

Annotating Slides Using the Pencil

1. Display a dlide following the directiens cutlined in
Creating a Slide and send the dlide to the remote sight by
pressing the Send butten in the Slides area of the tablet
overlay.

2. From the PenPal teolbar, click the Draw butten. The
cursor changes inte a pencil.

J. Write using the pencil by lightly pressing and writing with
the electronic pen in the grey VIEL graph area of the
tablet.

Changing the line Thickness

1. Press the PenPal Retate Teolbar butten once.

2. Press the Line Thickness button to move the pencl to the
thin line or the thick line.
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Working With Slides

Using the Keyboard 1o Type

1. Press the PenPal Rotate Teolbar butten once.

2. Click the Text butten.

J. Move the curser over the grey graph area to where you
want to add text, press down with the pen.

4. Begin typing with the keyboard.

Changing the Type Size

1. Click the Rotate Toclbars button to rotate the PenPal
toolbar until you see the Font Size butien.

2. (lick the Fent Size bution to move the pencil to the size
you want.

&

Changing the Color of Annotations

1. Click the Rotate Toclbars butten to rotate the PenPal
toolbars until you see the CGeler butten.

2. Click the Coler butten and select a color from the Celor
Options toolbar.
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Working With Slides

Clearing Annctatlions

To remove only a portion of your annotations without remeving them all, use the
Eraser bution:

1. (lick the Rotate Toclbars button to rotate the PenFal
toolbars until you see the Eraser button.

el i 2. (Click the Eraser button.

J. Using the electronic pen as an eraser, press lightly on the
grey area of the tablet overlay and erase the desired text.

Clearing All Annotations From the Image

1. Click the Rotate Teclbars butten te rotate the PenPal
@ toolbars until you see the Clear Anneotations button.

agl =i

<

:

2. (lick the Clear Annotatiens button. Al annotations on
the slide disappear, but the slide image is still displayed.
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SMART  Board

SMART BHeard is an electronic whiteboard which uses standard dry erase coler mark-
ers, same as an ordinary whiteboard. As you begin marking on SMART Board, partici-
pants at both the lecal and remote site see your notes on their menitors through PenFal.

The pen fray heolds the coler markers and eraser. Sensors detect which toel (marker or
eraser) you last removed from the tray. If you pick up the blue marker and begin
writing, your notes will appear in blue ink.

Using SMART Beard

1. Press the Start/Clear Al butten at the right of the pen
tray.

2. Begin writing with the provided markers.
J. To erase small areas, use the corner of the eraser.
4. To erase the enfire board and menitor, press the Start/

Clear Al butten and erase all marker ink.

Using PenPal with SMART Heard

Hoth the remete and local sites can annotate on text written on the SMART Board by
following the steps outlined in Annotating Slides.

Note:  This annotation features is only available when
conferencing between the CMS Springfield and Chi—
cage meeting facilities. Or, if conferencing with
another VIEL system loaded with the PenPal Graph-—
ics Option.
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Advanced Options

The VIEL Enterprise Series TC2000 system has many more advanced features includ-
ing document sharing and data collaberation.  Meeting participants can:

1. Present, create or update Microsoft Excel spreadsheets,
Microsoft PowerPeint presentatiens or Micreseft Word
documents.

2. Any Windows 95-based software can be leaded ento the
VIEL system and incorporated with your
videcconference.

To learn more about incorporating these features inte your meeting, please
call  Melissa Camille 217-557-9400 to schedule a training

sessiaon.
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Tips for Effective Videoconferencing

The follewing tips are offered for prometing courtecus and effective videecenferencing:

Put Conference Participants at Ease
Remember that it is easier to put others at ease when you are prepared and re-
laxed. Therefore, familiarize yourself with the videoconferencing system and
prepare an agenda before your videeconference.

Conference Seating
Attempt to seat the more active participants of the meeting at the table. Though the
conference camera can cover almost all lecations of the room, it will be less
distracting if time was not spent scanning frem separate sides of the room or frem
person to person.

Introduce All Conference Participants
Infroduce everyone at both ends of the conference, even people who are not in
camera range. If additienal people join a conference while it is in session, take
time to infroduce them.

Aveid Unnecessary Neise
The microphones are multidirectional and can easily pick up neise frem several
locations in the room. Neise such as tapping of fingers on the table, shuffling of
papers, snapping qum, coughing, squeaking of rocking chair, and whispering will
be picked up and in seme cases override the person speaking. Flease make note
that care should be taken not to distract from the persen speaking.

Don’t Shout
The microphones can easily pick up the sounds of conversation, so there is no
need to shout Use the same voice you would use to cenverse acress a large
conference table.

Be Courtecus te your Calling Party
When you wish your calling party to view infoermation, confirm with them that
they are seeing what you want them to see.

Use Mute with Reason
Be aware that muting your micrephenes to enter inte private conversation is the
equivalent of whispering. Therefore, use mute sparingly, and request your remote
site’s permission befere using.
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Tips for Effective Videoconferencing

Share Materials with All Sites
Share with all sites any written, graphical or computerized infoermation to be
used during the meeting. The information can be sent to participants in ad-

vance, or transmitted during the meeting using the document camera, computer
conferencing or the fax machine.

Keep All Sites Invelved

Periodically direct comments and ask questions of people at all sites to encour—
aqe participation.

Clothing
Clothing patterns and colors will contribute a large amount to the quality of the
video. Avoid clothes with lots of designs or patterns. Plain, solid cutfits with
beld bright colors, except pure white, black, and red, lock the best
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